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PURPOSE: .01 This program operates under the supervis ion of Los
Alamos National Laboratory and part ic ipat ing
schools. The High School Educat ion Cooperat ive
Program (HS CO-OP) provides qual i f ied high
school seniors the opportunity to broaden their
work knowledge by part ic ipating in cooperative,
part- t ime Laboratory employment and on-the-job
train ing during the school year.  The program also
provides an opportuni ty for the Laboratory to
develop and tra in students for future employment
and to establish good community re lat ions.

LENGTH OF .02 Students part icipate for 1 academic year (senior
     PARTICIPATION: year in h igh school) only.  The type of appointment

is part- t ime, l imited-term for 1 year.

Appointees .03 Students receive paid work exper ience in a
professional environment and gain a real ization of
the need to take addit ional or special ized train ing.
The HS CO-OP creates a dependable work force
with good work habits.

ELIGIBILITY: .04 Applicants must be 16 years old and seniors in an
accredited high school to be el ig ible to part ic ipate.
These students must be able to work at least 20
hours a week (30 hours maximum) during the
school year.  Students may work up to 40 hours a
week during semester break.

Employees Under the .05 Employees under the age of 18 at the t ime of hire
Age of 18 must have their work areas and act iv i t ies reviewed

by appropr iate Health, Safety, and Environment
(HSE) Division personnel and approved by the HSE
Divis ion Leader.   See AM 102,  Employment Pol ic ies.

RECRUITMENT: .06 The Special Employment Programs/Services Group
(HRD-2) administers this program.  Representat ives
from HRD-2 vis i t  part ic ipating schools dur ing
Apri l  of each year and make presentat ions to
interested students.   At that t ime, appl icat ions for
the program are left with the high school

http://admin_manual.lanl.gov:1500/pdfs/adm/am102.pdf


AM 1116
November 30, 1989

High School Education Cooperative Program (HS CO-OP)

Administrative Manual
Los Alamos National Laboratory This subject was last revised on April 29, 1988.

representatives for d istr ibut ion.  Appl ications are
not avai lable at the Laboratory and can only be
obtained from the school representat ives.

NOTIFICATION: .07 HRD-2 sends a memorandum to al l  Laboratory
divis ions not ify ing them of the program and l ist ing
the job categor ies avai lable through HS CO-OP.
The div is ions respond with job descript ions and
proposed number of posi t ions avai lable.   Interested
divis ions can contact HRD-2 for more specif ic
information.

APPLICANT SELECTION: .08 Designated high school representatives screen
students for apt i tudes and interests, grade point
averages, and number of  credits toward graduation
and forward the appl icat ions of e l igib le students to
HRD-2.

APPLICATION .09 The fo l lowing documents must be submitted by al l
     REQUIREMENTS: appl icants for the HS CO-OP:

A completed Laboratory Employment
Applicat ion form;

A Supplemental Information Sheet;

A copy of the appl icant’s b ir th cert i f icate;

Two let ters of reference, at  least 1 from a
teacher or school counselor; and

A current h igh school transcr ipt.

SELECTION PROCEDURES:

HRD-2 .10 Interv iew and select ion procedures for HS CO-OP
posit ions di f fer f rom those for regular employment.
Arrangements are made through the sponsoring
divis ion organization and the assigned Employment
Representative in HRD-2.

Sponsoring Organization .11 Candidates are selected by the sponsor ing
organization.  When the sponsor ing organizat ion
chooses an appl icant, the sponsor ing Div is ion
Off ice must submit a Personnel Act ion form (PA)
to the designated Employment Representat ive in
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HRD-2. Several  i tems on the PA are to be noted as
fol lows:

The Cost Code on the PA is XX66,

The Job Code on the PA form is 48052,

The Remarks sect ion should show, “(the student ’s
name) is being offered �  an appointment in the
HS CO-OP and is assigned to (group).  Clearance is
not required.”

APPOINTMENT STATUS: .12 Part ic ipants are in part-t ime, l imited-term
appointments for 1 year but are terminated at the
end of the academic year (no later than May 31)
unless they apply and are selected for the
Undergraduate Student Program (UGS).  Each
appointment begins September 1.

.13 Deleted.

HRD-2 RESPONSIBILITIES: .14 HRD-2 coordinates and administers al l  aspects of
this program, arranges for review of applicat ions
and interviews, and faci l i tates the job of fer.

SPONSORING .15 Sponsoring organizat ions that select a student must
     ORGANIZATION: provide a general job descript ion to the HS CO-OP

coordinator in HRD-2.

Funding .16 The sponsor ing organizations are responsible for
funding HS CO-OP appointments.

Performance Appraisals .17 Throughout the academic year,  supervisors assist in
apprais ing the student ’s progress to ensure
sat isfactory job performance.  The HS CO-OP
student receives a performance appraisal signed by
the Group Leader at the end of the appointment.

TRAINING: .18 Students receive or ientation in Laboratory secur ity
and organizat ional structure.   They also go through
an of f ice procedures tra in ing session.  Supervisors
guide students in their job train ing plans and ensure
that health and safety provis ions are str ic t ly
observed.
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SALARY: .19 Part ic ipants are paid the establ ished rate for the HS
CO-OP.  Contact HRD-2 for detai led information.

BENEFITS: .20 HS CO-OP part ic ipants do not accrue leave and are
not e l igib le for benefi ts programs but are paid for
hol idays that fa l l  w ith in their  appointment period.

END OF APPOINTMENT: .21 During the month of  Apri l ,  HRD-2 sends PAs to the
part ic ipat ing organizations for terminat ion of
students in the HS CO-OP. Performance Appraisal
forms are also sent at th is t ime.  See .17.

FUTURE EMPLOYMENT: .22 HS CO-OP students are el ig ib le to apply for UGS
on completion of their �  high school
requirements.  See AM 1104,  Undergraduate Student
Program, for UGS el ig ibi l i ty requirements.
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